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Creating a Kentucky Online Gateway (KOG) Account

To access important Application Assister programs such as Benefind SSP and
KHBE6s Learni ng Manag@wms mpplicatprsAssistars must

create a Kentucky Online Gateway (KOG) Account. Follow the steps below to
create a KOG Account.

Please note : To create a KOG account, Application Assisters must use a
valid work email that has not been used for a Citizen KOG Account I

Steps to Create a KOG Account
1. Navigate to the KOG home page using Google Chrome
1 https://[KOG.chfs.ky.gov/home
2. Select Citizen or Business Partner
3. Click Create Account located at the bottom of the screen

Welcome to the Kentucky Online Gateway

lama

Stare

f Please complete your Kentucky Online Gateway Profile

Enter a name into the First Nam e field

Enter a name into the Last Name field

Enter a Username field

1 The Username chosen is the name that is displayed inthe CHFS
Public SharePoint Site & history once a record is created, edited ,
or submitted

A o
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1 Username example: FirstName.LastName 8 William.Smith
1 Username example: FirstNameMiddlelnitial.Last Name o}
WilliamJ.Smith
7. Enterthe user ds mobil e phone Mohlahee i nt o t h
Number field
8. Enter a password into the Password field
1 Password must be at least 8 characters in length and contain at
least one number, one lowercase letter, and one uppercase letter
9. Enter the previously  created password inthe Verify Password
field to verify the password

10. Enter a valid work email address into the Email Address field

11. Enter the previously selected email address in th e Verify E -mall
Address field to verify the email address

12. Enter a street address into the Street Address 1 field

13. Enter a street address into the Street Address 2 field

14. Enter a city for the street address provided in the City field

15. Enter a zip code for the street address provided in the Zip Code
field

16. Select a preferred language from the Language Preference drop -
down box

17. Select a question from the Security Question drop -down box

18. Below the previously selected security question, enter the response
for the secu rity question inthe  Answer field

19. Select a question from the second Security Question drop -down
box

20. Below the previously selected security question, enter the response
for the security question in the Answer field

21. Select Sign Up

22. A confirmation notification display s, and an email notification is sent
to the email provided within the profile screen by the user

Please complete your Kentucky Online Gateway Profile ‘

©  Your account has been requested and is pending email verification. Please check your email and cl
o junk feld

23. Once the automated activation email has been received, select the
activation link in the email
1 The activation link  must be selected within four hours to
complete the verification process or the account request is
deleted, and the registration process must be completed again
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Account Verification Tue Jan 29 2019 10:20:19 GMT-0500 (Eastem Standard Time) %
KOG_DoNotReply [ KOG_DoNotReply@ky.gov texthiml v

Toseph Kella (Joseph Kellal),

This email is to help ou complete the last step of account set-up. Your new Citizen account Username is-
Joseph.Kellal

Click on the below link now, to activate your account.

Lo oo e dmARkde bl 1202 scbe 00 ST

After you have entered your security answers, you may Click here 1o sign in

Kenmucky Sel&-Service Gateway
NOTE: Do not reply to this email. This email account is only used fo send messages

Privacy Notice: This email message is only for the person it was addressed to. [t may contain restricted and private information. You are forbidden to use, tell, show, or send this information without permission. If you are not the person who was
supposed to get this message, please destroy all copies.

24. Select Continue to Logon located in the bottom right corner of the
screen
25. If an Application Assister provided a mobile number, the Application
Assister is prompted to register that mobile number. An Application
Assister may skip mobile registration at this time by clicking Skip
and Continue  button in the bottom right corner of the screen.
However, to register a mobile number follow the steps below
1 To register the mobile number, select Send Passcode  next to
the prepopulated phone number
1 The User receive s atext message on the mobi le device
containing an 8 -digit code
1 Enter the code received in the Enter Passcode field
1 Select Validate & Verify

M The user receive s a notification that the mobile device has been
successfully validated and the account has been created

Vvalidate New Account
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1 Select Continue to Logon in the bottom right corner of the
screen
1 The User is navigated to the KOG Home Page
26. Select Citizen or Business Partner

27. Select Sign In

Welcome to the Kentucky Online Gateway

28. Enter the credentials and select Log In

KOG Registration is Now Complete!

I For more KOG information and troubleshooting please refer to the KOG
| Quick Reference Guide on the KHBE Website: KHBE.ky.gov I
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Resetting KOG Username and Password
After creating a KOG account, a user may reset their username and
password if necessary.

Steps Resetting a KOG Username

If users want to sign in to their Kentucky Online Gateway (KOG)
account and have forgotten their KOG Username, follow the steps
below:

1. Navigate to the KOG home page using Google Chrome
1 https://IKOG.chfs.ky.gov/home
2. Select Citizen or Business Partner

1 The SignIn button and the Create Account button appear in

the bottom right hand corner o f the screen

Welcome to the Kentucky Online Gateway

s [ cone o |
3. Select SignIn
4. Selectthe Forgot Username? link
5. Enterthe E-Mail Address used to create an account
6. Select Submit

Request Username

o I t id! longer t mail account, please email the KOG Helpdesk at KOGHelpdesk®ky.gov
* E-Mail Address | I m
7. After clicking Submit an emai l titled AUSERNAME
sent to the user 6s i nbox.usefnamedorthema i | co
account
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Abby
You kave been sent this message because you requested vour Kentucky Online Gateway user name

Your Kennscky Online Gateway usemame is]abby bergertest$0

Please contact the Security Help Desk at hitps: koguat chfs ky gov public contact’ should you have questions regarding this notification

Kenmucky Online Garenay
NOTE: Do not reply 1o this email This email account is only used 1o send messapes.

Provacy Netice: This email message s only for the person st was addressed to. It may contain restricted and private mfcrmation. You are forbadden to use, tell, show, or send this information without permassion. If vou are not the person whoe was
supposed to get this message, please destroy all copies.

Steps Resetting a KOG Password

If users want to sign in to their Kentucky Online Gateway (KOG)
account but ca nnot remember their KOG Password, follow the steps
below:

1. Navigate to the KOG home page using Google Chrome
1 https://KOG.chfs.ky.gov/home
2. Select Citizen or Business Partner
1 The Signl n button and the Create Account button appear in
the bottom right hand corner of the screen

Welcome to the Kentucky Online Gateway

lam a

State Employs d Contractors logging in with Email Address or Username

State Employees and Contractors logging in with KHRIS 1D

Create Account

3. Select SignIn
4. Selectthe Forgot Password? link

& Citizen (or) Business Partner Gateway Log In WARNING

Login with your Kentucky Online Gateway Account

Log In Don't already have a Kentucky Online Gateway Citizen Account?
Create An Account

5. The user comestothe ResetPassword screen and is given two
options:
1 Reset Password via E -Mail Address
1 Reset Password via Mobile
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| f fReset Password via Mobileo is select

below:

1. Enter Username and Mobile Number , then select Submit

Reset Password

© Forgot your e-mail address or no longer have access to your e-mail account? If you have verified your mobile number with the Kentucky Online Gateway, please use
the Reset Password via Mobile option. Otherwise, contact the KOG Help Desk (KOGHelpdesk@ky.gov)

Reset Password via E-Mail Address
I ® Reset Password via Mobile I

Reset Password via Mobile

Username I I

Mobile Number I I
ST T555T 555 -
Disclaimer:

» Standard Text Messaging and Data rates may apply.

= If you do not have an active plan with your cellular service provider and cannot receive text messages, please select the ‘Reset Password via E-
Mail Address’ option above

2. Atextis sent to the mobile phone number that was entered in the
Mobile Number field onthe Reset Password screen
3. Follow the directions in the text to reset the password

Il f the Citizen selects fARMaleAd dPrasssswo,r d
follow the steps below:
1. Type Username and E-Mail Address then clickthe Submit

button.

Reset Password

@ Forgot your e-mail address or no longer have access to your e-mail account? If you have verified your mobile number with the Kentucky Online Gateway, please use
the Reset Password via Mobile option. Otherwise, contact the KOG Help Desk (KOGHelpdesk@ky.gov)

I * Reset Password via E-Mall Address
Kesel Password via Mobile

Reset Password via E-Mail Address

Username I I

E-Mail Address | I

2. After clicking Submit , anemailtitted PASSWORD RESET is sent.
This email contains a link that users should click to continue the
process of resetting the password.
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3. Selectthe link inthe email

PASSWORD RESET . WiedFeb 05 2019 151504 GM
Abby Berger (abby bergemest0),
You received this message because someons requasted that vour password be reset

Select the below link 1w set vour password.

Ih‘.zps. koguat.chis kv pov public flink Tnkid=32300800-4066-41df-Oe 1 T-ocfpdffEE07 I

NOTE: Do not reply 1o this emal This email account 15 only used 1o send messages.

Click hiere for Help Desk contact information
Kenmucky Onlme Gateway

Privacy Notice: This email message s only for the person it was addressed 1o, It may contain restricted and private information. You are forbidden 1o use, tell, show, or send this informanon withowt permission. If vou are not the persen who was
supposed to get this message, please destroy all copies

4. Enter the answers to the two security questions on the Reset
Password  screen.
1 Note: If users cannot answer the two security questions, please
contact the Help Desk at 1-855 -459 -6328 . This number can also be
found inthe Calendar tab in Citizen Connect.

Reset Password

@ If you are unable to provide the answers to these questions, you will need to contact the Help Desk for assistance.

Question In what city were you born? (Enter full name of city only)

* Answer I I
Question What was the name of your first pet?

* Answer I I

Verify Account

5. The password has been successfully changed! Click Signin tolog
in to the account.

Reset Password

© Your password has successfully been changed.
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Changing KOG Email Address
The steps a user takes to change their KOG Email depends if the user
remembers and has access to their email account.

Stepsto Changinga  Forgotten or Lost KOG E mail Address
If a user has forgotten their email address or no longer have access to
their email address, they should follow the steps below:

1. Users should email the KOG Helpdesk at : KOGHelpdesk@ky.gov
MYKY
MyKentucky.gov
Request Username
© If you forgot your email address or no longer have access to your email account,
please email the KOG Helpdesk at KOGHelpdesk@ky.gov
Please enter your email address below to start the Username recovery process.
Address
2. Alternatively, users can call the KOG Help Desk at: 502 -564 -0104

Ext. 2
MYKY

MyKentucky.gov

List of Contacts

Below we have listed some helpful phone numbers_ If you are not sure where to call for help or
whaom to contact, call KOG Security Helpdesk

Kentucky Online Gateway Helpdesk

KOG Security Help Desk 502-564-0104 Monday - Friday Contact for account
Extension: 2 8:30 AM - 5:00 PM EST related issues,
KOGhelpdesk@ky.go  application issues or
\Y Troubleshooting

Frequently Asked Click on the link For KOG Account

Questions 24 Hrs EST Creation and
Management
Frequently Asked
Questions
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Steps to changing a Known KOG E mail Address
If a user knows their email address and can access it, they should
follow the steps below:

1. Log in to KORAceosner 0s

2. Click on their name in the top right of the KOG Dashboard

3. Clickonthe My Info tab

4. Locate the Email Address fields from the  User Profile  box
5. Update the Email Address to the new Email Address

6. Verfiy the new Email Address in the Verify Email Address Field

7. Click Save atthe bottom of the screen
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